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Ohsolate:

Condition:; The Fmarcial Maragement {FM) Company & deployed in-sugporl of unils engagaed i full

spectrum operations.  The FM Comipany has stationed (18 subordnate FM Oatactments throughoul
the campany’s area of responsibility, FM Detachmaentz provide support on an area basis (o all Us
units and sllied and cozliten forces (with funding agreements} operaling in or gassing brough e
suppart ared. as appropriats  Allscabien of funos has been coordnaled willh B theater Financal
Manzgement Center (FMC}  Soldiers and commarcial vendaors regulre cash and cheok payments 1o
compiate mission reguirements  Direct, indirect, and day-rate lorega national personnel have been
hired and must b5 paid Coalition eemanis operatingin the area may alsa bave requiremanls o
funding suppart for the procurement of supplies and services Al tacteal standing operating
procedures and necessary suppodt agreatrenis with caalilicn forces are avallable. The Financial
Managemen! Tectical Platform, Deployable Disbursing System, and afhér aulomaled systams and
sofiware, a3 applicable, will be emplayed in suppon of aperations  Convertional atlacks by hostile
airorafi and oparations by ground elements are possibie. Threal capabilities alss include infarmation:
gathering. hoatle force sympathizers, and lermonst activilles ina chomical, biological, radiological,
rivclesr (CERN) environment * This fask shoukd not be frained in MOPP4.

Slandard: Disbursing operations are perlormad in accordance with DOOFMR 7000 14-R and cammand

directives Cash, nagotiable instruments, paid vouchers, and disbursing nacords 2 secured and
riantained wih 100 parcent accouniability

TASK STEPS AND PERFORMANCE MEASURES GO NO-GO

1 FM Campany/Delachment commandsr supernvises debursing operatidns

a Hecelves assigned mission.

b Ontains Heater specibo polices for disbursing operaticns

¢ lszues missian fecuirements and theater polices to staff and subardinate
elemsani=

d.- Determines designations and locations of supported units:
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TASHK STEPS AND PERFORMANCE MEASURES

GO

NO-GO

& Coordinates Jife suppont for financial management suppart teams deployed
with supported elamaents, as reguired,
© 2 FM Company/Detachment commander obtaing publie funds
a Verifies dally cash requirements in US ar faresgn currency.
¥ b Requests funds (US or forelgn, as needed) for official cash disbursements
"1" frarn the FM company disbursing section. designated depository, or theater
H banking facility, as applicable:
¢ Heteives and accounts for US and foreign manies.
* 3 FM Company/Detachment commander executos suppiemanta! agreemants with
dlied commanders lor the provision of the advanca of funds
4. Estzblishes controls for advancing of funds in US or foreign currency. as
applicable.
b Requaste cleaance from frgher echelon orior o IE5ING advances o
disbursing officers of alled units
. Ensufes provisions for settlement of advances are included in the
supplemantal agreemant.
d. Mainmaing appropriate records of bulk and individual Soldier disbursemants

4. FM gisbursing personnel operale US fregsuny check oparationa

& Process request for blank checks from FM company disbursing section.

b Establish procedures 10 inventory checks whan recaived and fwice daily
thereafar

C |ssue checks for payment of vouchers of In exchange for cash for oeploye
saldiers or to replenish cash 1AW technica! standing operating procedures

¥ Repar voided, spollsd tanoeled, undellverable, lost substituted . and
forged checks to disbursing sechicon chiel

& Report checks |ssued to disbursing section chief

3 FM Company/Getackment lsaders supervise disbursing operations

Clear il cashiers daily Wi ednd gy Pyl
Identify requiremants for advancing funds = rY. j
Sateguard funds, negotiable instruments, and documents
Supervise the destruction of funds in the event of an ememgency
Supervise maintenance of the check registar '
Supervise maintenance of the Dafy Agant Accountability Summary, DD
|Form 2685

g Supenise the praparation of cash advances
§ EM personnel provide linancigl support to DOD civilians

g Heview DOD civillan pay requests against theater and Delense Finanee
and Accounting Service [DFAS) palcies concerning pay of DOD civilians

_!'nl.‘.t:n =i 1

b Frocess ail aulhenzed pay aclions S PP T (R LN P e

c Hrepare nacessary vouchers for payment ' :

d Forward completed pay achions fo OFAS, «/fre o dniliees

e Forwato unrescived pay inquiries to the FM company :lm'bursmg section of
DFAS, as approprizte NELe [PEndhE o D

f Maintain required accounting racaids At bl

¢ M persannel provide hinanceai support for focal national paymenls

Review local nabonal pay requests against theatar and DFAS pay palicies
Review internal control procedures

Determine loregn national pay support requirements from suppared units.
Frovide guidance fo staff and subordinate elements.

Coordinate pay activibes with supported units

Frocess all authorized pay actons.

Verify accuracy of payralls andior vouchers.

Venfy authorized identification documents
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TASK STEPS AND PERFORMANCE MEASURES

GO

RO.GO

]

1d

11

12

15

I. Migintgin required accouniing racords.

FM Company/Detechment commander processes iregularities in the account

& Repors physical losses 1o hlgher headquarters

b Venfies illegal, improper. ar incosrect payments or pmceduras

¢ Acoounts for losses by exchange Phrected am lErmal Rk
FM persannel perform banking functions when banking facihties are nol
avgilanha

g Maintain control over negotiabie instruments to limit curency an the

pattleficle
b Employ |local command policy for check cashing
¢ Sell US Treasury checks:

FM personnel accapt collechonz

a Werify collection vouchers (DD Form 1131, Cash Coliection Voucher, DD
Form B34, Receipt far Mscellaneous Coliections, DD Form 707, Repen of
Depesits) for accuracy and completeness

b Annolate collection veucher control lag 1AW DODFMR 7000.14-R

oo Process colieclion wouchers

o Citain signature of detachment commanderisergeant (deputy) an collestian
vauchers

¢ Nenly total of collection voucher confrol Ing against the tolal of collections
reporizd on D Form 2852, Yaucher Controd Log.

FM personnel make disoursemenis.
a Compere idenfification 1o voucher for payese
b Frocess cash disbursemenis- {including combal paymaenis).
¢ Werify vouchers for required infomalion, I.eg|h||11':,|' And- Foouracy’,
d Balance oul at the end of each business day _
e Process paid vouchers through the higher heedqueners disbursing activily

FM personnal ssue check payments

8 Compare check with voucher for payee. amaunt, and check number

b Block chacks for verification and signature

¢ Process paid vouchers (hrough the higher headouanass disbureing aetivity

FM personnel prepare finance documents and records

a Mamniain & check regster, DD Form 115, Mililary Payroll Money List

b. Mainizin DD Form 2665, Deily Agent Actountability Sumimary

o Waintzin financial files.

d. Mazintain 8 DD Form 3657, Dally Statemen! of Accountabily, if oparating as
a seperate Disbursing Station Symbol Numbar [DSSN)

FM parsonnal assist with processing enemy prisoner aof war (EFPW) accounts

g Frocess DD Form 1131, Cash Collecton Veucher, for canfiscated EPW
funds 1AV technical SCOPs

b. Deposit unclaimed currency (US, foreign) in appropriate sccount LAW
lzchnical SDFs

& Sacure detaines’s currency (US, foreign) o negotiable instruments

o Nalify milifary intelligence actvity if large sums of allied ar U S currency are
confiscaled.

g. Clear appropriaie account |AW technlcal SOPs.

FM personnel process caplured curency,

8. Gonduct an inventory (by two disinlerested individuats) of all captured
menies deposited at the finance element (SF 1165, Reoeipt for Cazh-
Suvaucher)

b, Reguest disposition Instructions far menies through financial management
channels




TASHK B3TEPS AND PERFORMANCE MEASURES G0 WO-GO

¢ Safaguard funds and maintain an audi trail to avold mixing of funds on

Hand

d On recéipt of disposition mstructions, complete D0 Form 1131, Cash
Colection Voucher, and comply with instructicns
16 FM persannel destroy funds, as reguired.
a  Hurn paper currercy and bury or disperse coinage in bodes of watar (o

pireven! capture of funds

b. De&.tru;.-_ paper-currency and atber negatiable instruments that may ba ;IL
contaminaled as a resull of a CERN sttack

o Destroy paper curency and other negatiable mstruments wnfit for circulaton
vlarn, wormn, badly Bumed, bloog-soakad, or salurated by body flulds)

d bze standard decontamimation methods prior to destruction

2 Prapare an itemized destruction schedule of all funds destroyed

I Maintain aidit traiis unfil retieved of accountability for furics

"

Supporting Products {References)

Step Id

Product |d
AR 37-B4

OFAS-IN REG 37-1
DOOFMR 7000 14-R

FK 1-06 (FM 14-100)

Tille

Finence and Accounting far Special Mission
Funds

Firrance and Accounfing Paiicy Implementalion
Pepartment of Defense Financial Managemant
Regulation

Financial Mansgement Dperstions

Supporting Individual Tasks

Slep Id

MR b

L

is aw

e L LR LR W L A

=

Task Id

BOEA-R4A8-5110
BOSA-44A-8112
0584404202

S05A-A4C-4802
BOSA-1AA-BA1T

Bl5A-44C-1453
BOSA-44C4492
B00A-440-4802

B5A-DOP-8109
BOSA-444-7108
BULA-44C-4102
AD5A-44C-4412
BOEA-DDP-8105
BOBA-44C-1005

BOEA-44C-1007

Title

Determing Tash Halding: Reguiramants
Qbtamn Funds for Disoursing Purposes
Parform Financial Management Detachmant
Dperations

Perform Financig| Management [Detachment
Dperations

Emplay The Deployable Disbursing Sysiem
|DS)

Enter Check Write Transactions

Verfy Prepared Treasury Chacks

Pearfarm Financial Management Datachment
Coerationz

Empioy the Deployabla Disbursing System
Reviaw Internal Conlmol Procedures for Adaquacy
Saleguard Public Funds

Yerify Preparad Treasury Cheaks

Emplay the Deployable Disbursing System
Record Datz fram Expendilure Accounting
Documants

FRecord Data from Miscefiansous Acoounting
Documants




’ BOSA-44C-1454

7 BOSA-44C-3013
[ BOGA-A4C-4102
d B05A-44C-£103
B BOSA-4L4C-4417
! BOSA-S4C 4412
9 BOSA-44C-4902
10 BOSA-DOP-8104
12 BOSA-44C-4412
16 BOSA-44 45718

Enter Cashier Transactions

Apphy Administstive Conirel of Funds
Procedurgs

Zafeguard Public Funds

Process a Loss of Funds

Verity Prepared Treasury Chacks
Yeanfy Prepared Treasury Chacks

Perform Finanoal Management Detachment
Coerations

Employ the Deployabie Disbursing System
Verily Propared Treasury Checks

Dispose of Currercy and Comn Undor Speoal
Ciredmsiznces

Envirenmental: Mons

Salety: Mane.

Standard Degradation: None




ETF 14-444-0F5

Ontain Funds for Disbursing Purposes
BdsA4A-B1TE

Conditions:
Given a requrement to obtain funds for disbureing purposes and sccess o

a. DFAS-IN Regulation 37-1
b. DoDFMR T000.14-R, Voluma 5.

Standards:

Datermins ihe soorce of funding.

Natity the fund saurce with advance notice of the cash requirements,

Use immediate credit procedurnas:

Ensure protecton of currency In transit

Verify alf cash received pror lo acceptance.

Use registarad mall shipments of currancy.

Charge any bank charges or shipping costs 1o the operation and maintenance funds of the disbursing

aotivity,

= 01 S ta ]

Performance Steps

1. Cetermine the sowrce of funding
g, Another disbursing office;
B & Faderal Ressrve Bank (FRE)
¢ A FRE branch,
d A commercial bank willing to provide the senvics

2. Notify the fund source with advance natice of the cash requiraments.
2 Provide the source with
{1} The date the currancy IS required
f2) The amount. denominations, and type of curmancy required
{3) The name and grade or rank of the person lo recalve tha funds
i4) If the funds will be receivad in person o shipment of funds is required.
k. Clatermine from the soufce:
(1) The typa of identificaton raguired.
(2] i any feas will be charged.
(21 Any other procedurss peculiar ta the Ihstitution

3 Uisa immediaie credit proceduras:
2 Ensure the bank has an agreement with the U5, Traasur'.' Cepartment parmithng them Lo

racens immeadiale credit when cashing an exchanga-for-cash check for military payroil cash.

b, Maotify the Treasury at lsasl 2 days before the transactan. Include.

{1) The mame and Incation of the dishuraing office.

(2) The name and address of (he Dank,

(3] The amount of the chedk,

(4] The daie tha check will be presenfsd tothe bank.

(5) & statemant that 1ha bank requests Imrmadiate credi

(&) The disbursing office poln of the contect and commercial tielephons nuImbar.
c. Matify the Treasury immeadiately if the check |s not exchanged for cash

4. Ensure profeciicin of curransy in iransit
a. Matlty the instaliation commander and sacurity police {Ihreugh the command duty officer or

cther dufy officer] wilh:
(1) The Uma of depanuss
(21 The destingfion (the bank or disbursing oifice}
(3 The estimated Hme of refum.

3-37



STP 14-448-0F 5

Performance Sieps
4y The amount of currency
b Ensure saqurity is provided.
1) Consider
{ @) Thea emaunt of funds {0 protect,
i &) Tha distance and terrain o be coversd
i &) The tvpe of trensponation pyzileble
(2} Use
f &) Imernal assets (personnel and weapons}
{ by The local miltary security palica,
[ o} The local civilan police farce
c. Refuse all funds f adequate security can not ba pravided

&, Menfy all cash recelved priar Lo acteplancs.
A Count all non-sealed money prior 1o acoapiance.
b, Verify. by bundiz, sealed new money bricks [presentad wih the FRE's packaging Intact) at rsk.
(1) Gount the bundie immeadiately upon opening wilh wilnesses o
i a) Tha breaking af the seal.
i B} Tha count verifcation
(2) Claimany discrepancias to the Traasury via the bank the currency was sbtained from.
i 8) Ientify the bundia in guestion
{ By Includse a signed statement from the wilnesses.
( £} Request refief of liability if the claim 5 not epproved.
o. VWeardy ad racepis by shipment in framt of witnesses using the above procedures, dependinig

upen how the money is packaged.

B. Lise registersd mail shipeents of ourmency,
Note This method of obtaining funde is highly discouraged. Uise andy if no other souree of cursncy is
available.
a Send an exchange-for-cath check o @ FRE via registerad mail
b. Make arrangements with the FRE ta pay tha ragistéred miail costs
¢ Recaive notificaiion that the shipment Ries besn mads.
d. Recalve the shipment
. Verify all cash recaived
F, Alert the shipper to racs the funds if they have not bapn recaived within & reasonable peded of
time
g Maintain a copy af Ihe exchange-for-cash chack and report e check as funds in transit on he
Statament aof Accounishility {55 1215) unbl the casn is recenad.

7. Charge any bank charges ar shipping costs to the gperation and makntenance funds of the
disburging acthty

Evaluation Praparation:

This task may be evaluated dsing twio methods

a S[ELF EVALUATION Perorm the task on tha job, using the materals listed in the conditicns
statement, Evaluate yourself, using the perfarmance meagures, gragad in accordance with the
Evaluation Guldance sechon,

B, SUPERVISOR EVALUATION. Ensure the soldier has the matenals listed |n the conditions siztemant,
Have the soldier pedarm the tesk  Evaluate the soldier, using the periormence measures, graded in
gcoordance with the Evaluation Guidance section

Performance Measures G0 NOGO
iF &
1. Datermined iha source of funding: fu i - —
Vs
2 Natlfled the tund source with advance natice of the cash reguiements —_— ==
My

3 Us=d smmedigie credit procedures L L

336



STP 14-444.0FS

Performance Measures GO NOGOD
4 Ensured profection of currzncy in transd TN o 2 R A —
3, Verilied all cash recenved prcrio acceptance. . _—
8. Used registerad mall shipments of curancy = A

7. Charged any banx chargas or shipping tosls o the operation and maintenanca — _
funds of the disbursing activity.

Ewvaluation Guidance:

a. SELF EVALUATION. The task has been compisted successfully f all performance measures are
scored a GO Il vou evaleated yourself a MO GO on any perfanmance measure, refer [0 he applicable
raférencea cited io research that peromance measure prior W reevaluating yoursed

b SUPERVISOR EVALUATION. The saldier nes complated the task succassfully if all performancs
measures dre scored 3 GO I the zalgies recaived a NGO GO en any performance measure, shaw the
soldier what was done wrong and how ta do # correctly, prior to reevaluating the soidisr.

References
Required Related

COLGFMRE 7000.14-K, VOL &



STP 14-44C14-SM-TG

Perlorm Financial Management Detachmeant Operations
BlsA-4C-4802

Conditions;

Given a Fnancial Maragement Detachment (FMD) that has boan depioyed and has emved at their area
of respansibility (ADR) There i mission band-off by & detachment that has been providing suppart to
forces afready on the ground. The defachmenl is providing Milkary Pay, Travel, Disbursing, Vendos
Ferweas. and Accounting support. The Finanoial Managemeant Taclical Platform (FMTP) s available for
use Documents arg being recaived by unit lransmittal memorandums {LUTMs)  Documents are béing
coded In thasler. Any pay matters thai cannot be handled jn theater ane forsarded Lo highar
headgquarders. The follewirg tems are avallable for uze:

S AT 0

Financial Maragersent Tactical Platfarm (FMTH),
FMTF Li=er Manueal

DFASIN Regulaticn 274

DoDFMA 7000, 14-R, Volume 5.

DpDFMRE OO0, 14-7, Yolumea 70

DoDFMR 7000, 14-R, Volume &,

Fia 44100

Military Pay Proceduras Manual - Aohive Companant (MPPIM-AL)
MPEM - Reserve Componént {MPPIM-RC)

Agint Federal Travel Regulation (JFTR}, Volume 1
Unit Standard Operating Proceduies {S0Ps)

—_—T e ST e QoW

Standards:
Conduct cperations unnl the missan & compleles or transtorred 10 anciher detachman

Performance Sleps

1. Pedormilunctons 1o estabhsh operaticns
a Eslzblsh and mainiain secuniy around sile
b. Esfabl=h and maimain comrmunicalions with higher headquariers (HO) and supporied units
o Implement DA Form 6, Duty Rosler, lo designela/manage assignad duties o gppropnate
personnal iguard duly, mail non, duty driver, efc.)
d Coorginate mess, bath, and igundry rgguiremesits:
@ Establsn schadule of daily events fraining schedile, physical trasnang (PT), preventive
mamtenanoe checks-and serfvicas (PMCSE), work-call el ),
f Identify finance suppar team (FST) members.
g -Organize the financs area ina manner suitdble for efféctive oparation
i Establishiarganize the sleep panfarsa.
I Dbain repording requitements ram highe: Headguariers ard eslablish & submisssan schedula
| Coordinste resupply (3l classes of supply)
K. Coordmate with supported unis for finence support.
I Coordinate with the Adutant Gengral (A4G) Tor daily. manifest of persennel eriaring ond l=akmng
1he area of operstion (AOR ).
m  Estzbfizh procedures 1o rephanish funds.
i Consult higher headquartess for any. spacial requiremants

2. Bupervise fingnce operafions {Cuslomear Sereca, Processing, Diebursing, Vendor Services, and
Traval)
a Mamtan sopropnate logs, liles, and repors
b Establish proceduses for sccauntabilly and dispasition of sl documentis recelved in Mililary Pay
operations
i Establish procedures for accountabilly and disposition of 8l documanis Reeived in Disbursing
operzhons

3-226



ST 14 44C14-5M-TG

-‘} Performance Steps
d Estableh procedures for aceountabilty and disposition of all gocuments reconed in Vendaor

Senices gpemions,

e. Establish procadures for accountablsly and dispasition of all documants recaived in Travel

operations:
Establish proceduras for disposition of repors received lor processing

F
g Establish procedures-and cantrals for supporting the iacal procurement effort for daily naeds of

the forca

n. Prot and distnbule Nel Pay Advices (NPA) and Leave and Eamings Statements (LES)
I Imalemont procadures 1o close oul the FMD duties shoulg the mission b8 complated.
| Imgplement proceduras to transfer duties of the FIMD should the mission be fransferred lo

anolhiar delachmant

Evaluation Preparation:
This task may te evaluated using twa mealhods

& SELF EVALUATION Perform the 1ask on the job, dsing the matenals listec m the conditions

stalement Evaliiate yoursall using {he performance measures, graded in gccordance with ihe
Evaluation Guidance section,
b SUPERVISOR EVALUATION, Ensura the soldier has the malanaks beted in the condiions siatement
Flave the soldier pardonm tha lask. . Evaluate the soldier, using the performence measures, graded in

groocardance wilh the Evaluaiion Guldance section.

Porformance Measures

1
o’

rh

L= = = B =

10
11

i

Established and ensured secunty was mamtained aroknd the sie,

Egtoiphshed ard mamtmned cammunicalions with-hgher hasdguarers (HX) and
supporbed uni=s

implemented necessary Duty Rostars, DA Forms 6, which effeciivaly sesignalad
and mangged assignirg dulles 1o approprate pergannal

Cogrdingfed mass. bath, and lBundry requremanis
Establisheg a schoduke of daily evenis (e, training schedulzs]

Ideniidied finance suppornt t2am (FST) madmaers

. Drgartized 1he finance area ina mannas suitadle for afeciive aperation

Esiablished 3 siesp plan and organized the s%ep area

Oatared raparimg requiremenis from hgner eadguariers and esiaklished &
submigsanscnedule

Coordinated resupply for all classes of supply
Coordinatod finance suppod with all stppaned units

Coordinated with the Adjuiznt Ganeral (AG) for daily recelpt of manifesls for all
persenmgl entering and leaving e area of operation (ADR]

Estahlished procedures for replenishment of funds. 1

Consulled higher headguarters for sny specal réguirements

Maintgined appropriate loge, files, and repords.  Bidee s (EpLIT

Ezlablshes procedures far sccourtdabilily and disposition of all documents
received in Miitary Pay operatons,

N e i".{-. AVEs i s
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ETP 14-44C14-5M-TG

Performance Megsures

17

18

19

20

21
22

23

24.

Evaluation Guidance:

Eslablishied procedurss for accountshility and d|5p|}3f|n:|n aof alf decuments
received in D=bursing operations Li-off 4G

Established procedures far scoountatility and |:|I5|:|-|:|EI!II:.|I1 nf all documants
received in Vardor Services aperations. LGS PRI A

Estabdished procedures Tor accounialnlity and dispasition of 81l documentis
recinyvad i Traved opamations

Established procedures for disposition of all reparts received for processing
Estabkehed procadures and controls in suppod of the loeal procuremant pracess.

Printed and distribulad Nel Pay Advices (NPA) and Leave and Eamings
Slalements (LES)

Implemented procedures to clase oul the FMD dutizs should the mission be
enmpleiEd

Implemented procedures for tranafer dutiesof the detachmant shauld the misson
¥ lransfermed Lo aricther detachmaent.

Iﬂ-l;'..r |t ;='|'-.-:'l '.III-.I

60 NOGO
M e .
A
g0

Vs

| Lh

S 'L
._I"..-

il frae

a SELF EVALUATION The (ask has besn compleied succassfully il all pedormance measures ana

atored 8 GO I you evaluated yoursslf a NO GO on any performance measure, refer fo the appicable
reference cited to research that performance measure prior to resvalualing yoursall
b SUPERVISOR EVALUATION. The saldier has complated the task suooessfully if alf peformance
meEasures ae scored 8 GO, I ihe soldies receivied & MO GO ancany pafarmanda moassure, show the
soldser what was done wrong and haw 19 do it correcily, prior b reevaluating ihe saldier

References

Required Related
AR 37-904-4

DFAS-IN MANLIAL 37-100-FY
DFAS-IN REG 37-1

DOOFMR 7000 14-R, V0L §
LODFMR 7000 14-R. WOL 74
DODFMR 7000 14-R. WVOL 8
Fi 14-100

JFTR VOL 1

MANUAL-MPEM (AT
MANUAL-MPPM (RC)
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STP 14-44C14-5M-TG

Enter Cashier Transactions
BOSA 9429454

Conditions:
Glyan = requiremsant 1o disburse and collect public funds and socass to:

T FA0 a BPm

. Deployable Disbursing System (DDS) User Marual,

DelDFME 7000, 14-R, Yolume 5.

DO accass (cashard,

Vault advanceirstum documents: (intermal receipts for cash)
Cumrancy and negotiabls instruments

Dusbursement and collection Vouchers.

Cuatomer’s DD Form 2A (Armed Forces of the United States Identification Card).
Signature card file.

Blank Currancy Exchange Records (DD Form 2664)

Blank DD Form 1131

Catbcubatar.

Standard aoffce suoplies

Standards!

1

&

Maintain the DDS cata files withaut ermor,
Prepars the aulcmated Dally Agent Accoumtability Summary (D0 Form 2685) without emor

Performance Steps

1. Venfy ihe Daployable Disbursing System (DDS) business day, Ifincomect, notify the Disbursing
Senior NCO

<. Merify the cashier's begipning oetance, I incorrect, 52t the corest balance.

3. |dentify each transaction ype.
& For collection traneactions, go 1o siep 4.
b. For cesh disbursemant transactions, go 1o step &
c. For eschange transactions; go to.step .

4. Record coliection transactions.
&. Accepl the cash or negotiable instrument and callection voucher (DD Foem 11310, If provided.
from the custamer,
Werify the amount received.
. Print the DD Form 1131, If applicable.
Ootain the deputy's signature an the wouchar
Initia! the original and ore copy of the voucher naut 1o the "Amount Collected™ biock
Retain the arginal and cne copy of the vaucher in a collection voucner file, pending settiement
a7 the daily business
g. Retum all other copies of the voucher o the customer
b Maks the DDS input

- B O O

5. Rzcord cash disbursement transactions,
a8, Verify the certification slgnature on the woucher against the appropriste signaiure card.
b, Qbdain the payee's identification card.
g, Verify the name and social sacurity number {SSN) on the voucher are the same a3 on the 1D
card ang that the payee's appearance matchas the picture an the 10 card
d. Have ihe payes sign the vouchar.
& Ensurs iive signature on the voucher matches the signatuss on the idantifcation casd.
. Giva the payaes & copy.of the voucher and return the payes's |D card,
g Initla? the original and each remaining 2opy of the voucher next to the "Amcunt Fasd” biock
h. Caunt the cash out of the cash drawer.
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Performance Steps
I. Count the cash again o verlly tha amount
| Count the cash out fo the customer
k. Ensure the payes varfies tha amount recefved bafore tesving ihe cashier window.
|. File the voucher (original end &l semaining copies) in @ paid vouchar file, pending sattlsmeant of
the daily buginzss
m. Make the DDS nput

& Record exchange transactions
, Crbtain he customar's |0 card.
. Accapt the cash or nagotiable instrument fram the customer
» Ifa persanal check is received, varfy the custamer is not on the dishonosed check list
. It the customer (s on the dishonored check list, retum the check and customers |0 éard and
explain to the customer why the reguested sarvice can not be provided,
- Werfy the amaunt received from the customer.
. Venfly the type of transaction the customer wanie ta conduct,
{1} An exchanga of U.S. cumeney for foreian cusrency
(2) An exchange of a negotable instrument for LS. currency,
(3) Ar exchange of 8 negotisble Instrument for foresgn curmency.
(4) An exchange of 3 negoliable instrument for both LS. and forsign currency.
g. Calculste the amount of fareign curmency to give to the customer, if raguirad
f, Record tha transaction on the appropriste Cumency Exchange Recard (DD Foem 2854).
. Oblain fhe customer's signature, SSN, and und infarmation next to the annotaied traseaction
anthe DD Form 2684
|- Merify the name and social security number on the DD Form 26864 sre the 8ame 23 on the 1D
card and that the payes's appearance matches the picturs on the ID card.
k. Countthe cash (U.S. o Toreign currency of both) out of the cash drewer,
| Count the cash again o verily the amount
i Cowni the cash aul to the custamer
n. Enaurs the payes verifies the amount received befora leaving the cashier window
a. Retum the customens ID card,
p. Make the DDS inpur

. Enter ending cashier's balancas.
8. Countal U.S. currency, by denemination, nd make the DDS input,
b Count ali foreign currency, by denomination, and make the DOS it
. Count all negatiable mstruments, by type, and make the DDS input

8. Print the Daily Agent Accountablidy Summary (DD Form 2685}

(= m I]

—y

Evaluation Preparation:

This lask may be svaluated using two methods.

8 SELF EVALUATION. Perform tne task on the job, using the matenials listed In the conditions
statemant. Evasluale yoursalf using the performancs messures, graded in accordance with the
Evzluation Guidance saction,

b. SUPERVISOR EVALUATION. Ensure the soidier has the matarials listed in the condilions statemant
Have the saldier perform the task. Evaluste the soldier, using the performance massuras, graded In
accordance with the Evalustion Guidanse 2eclion.

Performance Measures GO NOGO
1. Ensured the DODS Business day was comaet,  fuod ov flifaisd fot N
2, Ensured the cashser's beginning bakance was corract: —
3, Identified each transactian type cormecty I A
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Performance Messures

4. Recorded each collection transaction by taking sach of the foliowing steps in
EEQUENCE.

W £y T

a.
||

Accepted ihe cash or negotiable Instrument and collestion vaucher from the
Custofmer

- Merified {he amoust ressived
- Printed the collection voucher, 7 applicable.

Qbiained the deputy’s signatura on the voucher

- Initialed 1he orignal and one copy of the voucher next i the “Amount

Collectad” biock,

. Ratained {ne original end one copy of the wauchar in & collection voucher

fil=,
Retumad-all othar capses of the vaueker b the customer.
Made the DDS input

5. Recorded each disbursément transaction by taking sach of the foilowing staps in
SEqUENCE,

a

b,

Verified the certification signature on the voucher against the appropriats
gignalura card
Obteined the payes’s idantfication card.

& Venfied the name and soclal security number (SSN) on the voucher were tha

d
=
f
4
b
|
]
k

I
.

same 23 on the |D card and that the payee's appearance matched the
pleture an the 1D casd,
Hzd the payes sign the voucher

- Ensurad the signature on tha voucher matchad the signature on the ID card.

Gave the pajyes a copy of the voucher and returned the payee's 10 card,
Initiaded the original @nd each remaining capy of the vaucher next 1o the
“Amount Paid" block

Gounted the cash cart of the cash drawer

. Counted the cagh again verifying the amaount
j. Counted the cash out to the customer.
. Ensured the payee verfied the amount recaived befare ieaving ihe cashiar

windaw
Filed tha voucher (original and all remalining copaEs) in 8 pasl voucher: fle,
Made tha DOS input

§ Recorded each exchange franssciion by taking each of the following steps in
BEQUENDE
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a.
b

c.

TIO @

Cbizined the customer's 1D card

Accepled the cash or negaotiable instrumens from the customer

Verifiad the customer was not on the dishonored check list, i a pesanal
check wag mecaived.

IT the customer was on the dishonared check list, returned the chesk and
customes's 10 card end explained ta the customer why the requested service
could not be probided.

MWerfied the amount raceived fram the custamer.

Verifed the type of transaction the custamer wanted o conduct
Calculzted the amount of fargign currency requirsd for the fransaction.

- Recorded the transaction on the appropriate Cutrency Exchange Record

(DD Famy 2664,

Obtained the customer's signature, S5N, and unit information next 1o the
annotatas ransaction an the DD Farm 2654,

Varified the name and sccial security number an the DD Form 2664 wers fhe
same a3 on the (D card and that the payee's appaarance matched the
picture on the |0 card

Counled the ceaf aut of tha cazh drawer

18

o Go
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Performance Measures G0 NOGO
I Counted the cash again verifying the amount
m. Counfed the cash oul ta the cusiomer.
n. Ensured the payes verified the amount received before lesving the castiler
wandoy
o Returnad the customar's (D card.
p. Madz the DDS input.

7. Entered the carrect ending balance amount of U.5. currendy, farsign curren oy,
and negotiable instruments into DOS,

8. Printed the currant day's Daily Agent Ascountahifity Summary {DD Form 2685) A —

Evaluation Guidance;

a. SELF EVALUATION. The task has been complatad succeasfully if all parformance messures are
scared & GO, If you evaluated yoursalf a NO GO on any parformance measure, refer to the applicable
referance cited to research thal performance measurs prior 1o reevaluating yourself

b, SUPERVISOR EVALUATION. The soldier has completad the task succsssfully if all performance
measures are scorad & G0, |f the soldier recaived a8 NO GO on any parformance measure, show the
soddier what was done wrong 2nd hiow to do it cormectly, prior to resvalugting tha soldies

Roferences
Required Related
DOOFMR 7000,14-R, VOL 5
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Subjest Area 18! Dizbursing Manager Activilies

Eafeguard Public Funds
20584404102

Conditions:
Given 3 requirement to safeguard public funds and access to DoDFMMR T000.14-8, Volume 5.

Standards:
Safaguard public funds by

1. Enauring the Commande:'s responsibillties for protecting public funds and relaled documents are 100
percent fulfiled

2. Ensuring the Disbursing Officar’s responsiblites for safeguarding funds and related documents are
100 percent fulfilizd

% Ensuring the Intrusion Detaction System is proparly usad.

4 Ensuring comect sforage contaners ane used

Performance Sleps

1 Ensure the commander's responsibilities for safeguarding funds and related documeanis are 100
percent fulfiled.
a Ensure every individual entrusted with public funds = provided an adequate sagure facility for
the exclusive use of stering those funds
b. Develop & securty program, in tha form of a Commander's policy efter, which provides
adequale protaction for the maximum amount of funds that will be on hand at any given time
{1) Ensure personnel proteciion is moleded |n the secunty program
{2] The progrem must include a requirement to test securty equiomant for proper operetion
semiannually
¢ Eneure grmed guards are made avallable to escort government funds 1o and from the
disbursing office when the funds are beaing transporied.
d Ensure the faciliies and funds kave adequats fire proteciion

‘2 Ensyure the Disbursing Officier's (00} responsibilities for saleguarding funds and related documenis
are 100 pereem fulfilled,
a2 The DO is pecuniary labke for any loas of governmant furds. This includes the pass:bilily of
hiing jointly o singularly Eable far any funds lost by any appointed or ass:gned personnel (Le.
deputy DO, agant, or cashier)
b, The DO must ensure all personnel are aware of their responsibility to property handle and
pratect government funds.
¢ The OO must make a sémisnnual (zt a minimom) perscnal ingpection of office security
measuras o engure that:
{1} Vaults and safes are accessibile only to authorized parsannal
123 Al excess cash = deposited pramptly.
{3) Windows and doars are barred andicer locked at gll timas after business houss
{4} Access tothe warking area is conspicunusly markad "AUTHORIZED PERSONMEL
QLY
{5} Transactions ara baing cenducted from an enclasure consttucted in & mannar that
provides a physical barrier to normal athe and a minimum of intarference from ciner
sctivities end persannal in Me affice
{8) Security davices for the check signing machines, meters, and signature piates ara kept in
tha custody of the DO or autharzed deputy at all times
(7} Adeguate controls exist for the receipt, holding, and final distribution of all uridalivered and
returnesd checks
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Ferformance Sleps

(8] An affidavit from each deputy, agent, and cashier aftesting to the recespt of written and
oral instructions regarding the proper care and handling of cash and accouniable
dacurnants = on file.

(2 Adl fungs. biank .S treasury checks and bonds, Blank depositary checks, and other
accouniable #=ms are kept m contaners that mest the minimum security standards
requirad

(109 Al fund canlamers.on rollers or waighing less than 750 pounds are slored in a vault or
secured in such 2 way to preveni movement

{11} The combinations of all vaults, safes, and fund canfainers ars changad st least chea
evary -six months and upon reliaf, fransfer, separation, or discharge af the accountable
I,

(12} A record of combiratan changes s kep! insde each vaull, safe; or confainer

113} Tha combination dial to the vaull, s=fe; or container = shialded to prevent the possibildy of
the combination belng observed.

(14} The nama and phona number of thi accouniable indvidual is posted oo the ingide of tha
vault, safe, or conigines

(18) Keys to the work space or disbursing office are stnctly controlhad

(1B} All sscwunty equipment is (esled at least semiannuadly for proper cperatich and a racord ol
fhe teste malnlamed.

(17) Tne servicing Defense Finance and Accounting Service {DFAS) center is infarmed of any
requast for adequate saleguarding facilibes thal has baen deniod.

(18} The commander is advead of any securily sharfalis or breaches

3. Ensure the |Intrusion Detection System {ID5] is properey wsed.

a The DS is used fo prowvide meamum protaction of governmant resawrces

b, The |IDS deters unzutharized ety inlo the disbursing area
{1y Thers ara thees leyels of protectian: penetration, motion, and paint detection
12} For the best protection, the area muzt be equipped with-al l2ast two lzvels of protectian.
(3 The existence of the 105 must be well publicizad in-order for it to a<l a5 a datermant.

o The |DS syslem musl be tested rogutary

d. 105 moniters must be trainad to understand the system they sre monitonng founclude its

operation and f2ull soation.

4, Ensure proper storage containers-are used,
a. Currency and regotiadle instruments musl be stored in containers with the ilewing mimimum
requiremenis (based wpan ihe value of the funds}
(1} Under §7 500.00, the commander delermines the container requirement
2} Betwesn $7,500 00 and 548,989 59, the funds may be stored in Bny secunty containg
that;

{ a) Carries a class 1 or 5 General Senvices Administration (G5A) secunty rating.

( ) Or s 8 burglary resistant safe camying at [east an Underwriters’ Laboratones' (LIL)
clzssification of Tool Reststant Safe, TL-13 (e.q., will resist forced endry for 15
minutas}

{ ¢} Has a Group 1R combinafion lagk.

(3] Dwer 550003.00 the funds musi be stored in a burgkary resistant safe orvault that

{ a) Carries aft least an UL ciassification of Tool Resistant Safe, TL-30 (e, will resist
forcad entry for 30 minules).

[ B) Hasa Group 1R combination ok

b Al vouchers, ledgers, and ofher dishursing relaied records may ba stared in any conlamer
authorized for funds in excess of 37,490 59 as descrined sbove,

Evaluation Preparation;

Thiz ask may be evalualed using iwo mathods

g SELF EVALUATION Perform the task on the job, using the materizle listed In the condiiuns
siatarmant. Evaluate yoursalf, using lhe performance measures, graded in accordance with the
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Evaluation Guidance section

b SUPERVISOR EVALUATICN, Ensurethe saldier has tha malenals lisied in the condilions statement
Have thie soldier perfarm the task. Evaluaie the soldler, using ine perommanca measures, graded in
accordance with the Evaluation Guidance saclion

Ferformance Measuras GO NOGO
1. Ensured the commender's resporisibilities for safeguarding funds and related — —
goecumenis was 100 percent fulfiled
2. Ensured all personnel were aware of thalr rasponsilty te properly handie and e —_—
profect government funds. .
. .rl. o
3 Made 8 samignnual personal inspection of ofice secunly measures 1o ensure; -— _—

a Vaulls and safes were accessibla only to aulharized persannel

b All excess cash was deéposited pramptly

e 'Windows and doors were barred andior focked al all limas after businass
hizlrs.

d Access to the working area was conspicuously marked "AUTHORIZED
PERSONNEL OMLY."

g Transactons wereconductzd from an enclosure constnuctad in & manned
which pronnded a physical barer to noomal traffic and a minlmum of
interdference from other activiies and persanned in the office.

f. Secunty devicas for the chack slgning machines, meters, and signature
plates were kept in the custody of the Disbursing Officer (D0} or authorized
daputy at all timas

. Adequate cantrols existed for the receipt, holding. and final distribution: of ali
undelivered and returned chacks,

h An afidavt fram each deputy, sgent, and cashier atiesting to the receipt of
written and orel instructions regarding the proper care and handling of cash
and sccountabla documeants was on file,

i All turds, blenk U5 trassury ehecks and bonds, blank deposdary checks
and other eccountabis ltems were kapi In containers thal met the minimum
sacurity standards required.

| Al fund containers on follers or weighing less thar 750 pounds were slamd
in & vault or secured in such 3 way o prevent movemant.

k. The combinations of all vaults, safes, and fund containers ware changed ai
least onoe eveary Six manths end upon relief; transfer, separation, of
discharge af the acoountanle individual.

I A record of combination changss was kept inside each vaull, safe, or
confzinar.

m. The combpination disl to the vault, safe, or contaner was shielkded to prevent
the possibility of the combination being cbhserved.

n. The name and phone number of the accouniable individus! was posted on
the inside of the vaull, safe, or containar.

o Keys to lhe work space or disbursing ofice were stnictly caniralad

p. Al security equioment was tested at least semiannually for proper operation
and z recard of the {estswas maintained,

4. The servicing Delense Finance and Accounting Service (DFAS) center was
imformad of any request for adaguate safeguarding facilities thal was denied

r. The commander was advised of any security sharifalls ar breachas

4. Ersured the Infrusion Detection Sysiem (103 s Al _
a Providing maximum proisction af govesnment Tesourcas
k. Daterring unauthonzed entry inlo the disbursing erea. i
Lk
5. Ensured at Wiast iwe levels of 105 protection ware used al all tmes. —_— _
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Performance Measures GO NOGOD
8- Ensured currenoy 2nd nagolieble insirumsants were maintained in the proper — —_—
storage condsiness KAl mptvligs O Seke

B
|

7. Ensured all veuchers, ledgers, and other disbursing réfated records wera
miginizined in the proper storege canlainess

Evaluatlon Guidance:
g SELF EVALUATION, Tha tesk has been completad seccessfully if all performance measunes aca

sooted 8 GO, If you evalualed yoursell a NO GO on any perfarmance measure, refer to the applicable
reference cited to research that performance measure prior i reevaluating yoursalf,

b SUPERWVISOR EVALUATION. The soidier has completed the tesk successfully if all perfarmance
measures ara seored 8 GO, I the soider recaived a NO GO on any performance measure, show the
saldierwhat was done wrong and how to do i comectly, prior to reevaluating the soldies

References
Required Helated
DODFME 7000 14-R, WOL &
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Process a Loss of Funds
BOSA-44C-4103

Conditions:
Given that you are the NCOIC of the disbursing section; a lase of funds ewists, and sccass to:

a. DoDFMR 7000 14-R. Volume &

0. A blank Subsidiary Accountability Record (DD Fonm 2667).

c The cufrent business day's Daily Statement of Acoountability (DD Fom 2657)

. The Daily Agent Accountsbility Summany's (DD Form 2665} supponing the DO Farm 2657,
& Bfank Dally Statemant of Accountabilty (D0 Form 2857}

T Blank Daily Agent Accountabifity Summary (DD Farm 2685).

g. Verifled Daily Statemant of Accountability (DD Form 2657) from the pravious business day
h. Verified Daily Agent Accountability Susmmary's (D0 Form 2685) from the previcus business day,
I Cemplated Statemen) of Accountability {SF 1212) from the previous maonth

I Completed Adveos-of Check lazsue Discrapancy (FMS Form 5206]

k. Completed Journad Youcher (QF 1017-03)

| Disbursement and Calection vouchars.

m. Complated Deposid Ticket (SF 215)

n, Complsted Debit Vouchar (SF 5515,

o. Completed Statement of Agant Officer's Account (DD Form 1081).

p. Completed Cash Collectan Vouchar (00 Form $131)

g. U.5: Cumency Wiaul Ledger,

r. Foreign Cumancy \Vaull Ledgar.

g Check Register,

L Calculator,

Standards:

Procass a loss of funds with 100% socuracy

Performance Steps

1 Identify aloss of funds exists in the Cisbureing Oficar's (DO account.
2. A los= of funds iz -any Irregulanty in the DO account categarized as-sither a physical aas of
funds or an illegal, mcorrect, or impropes paymeant
b. & physical loss of funds is any loss of currency or negotiabie items.
(1) A mador physical lass of funds Is:
{a) Any physical loss of $750.00 armaose, or,
{ b) Any physical lose whers thera |s evidence of fraud, regardiess of the dollar ameunt
(2} .:'. rn;r!:lr phyzical loss of furds iz any loss of lesa than 575000 without any avidance of
raud.
. An illegal, incomect, or Improper payment & the rezsult of any of the followng actons:
{1} An evarpaymant to a payes.
2] Twoor more payments (o the same payaa for the same enlilemant.
{3) Payment ta the wrong payee.
{d] LS Treasuery check issue overdrafts (., an overpayment 1o a payee)
15) Negoiiaticey of both an original and 8 substitide U5, Treasury chedk (L., two paymients 1o
ihe same payea for (he zame antitlement]
(8] Megohation of both an onginal and 8 resenified U.S. Treasury checx
(7} Any payment based on fravdulant. forged, or altered doguments prepared or presanted by
mndividualg who do ot work in the disbursing office.
(81 Any paymant n walstion of OaDFMME 7000 148 Welome 5

2 Ensure the scoountsble individusl tskas the proper action upon discoveny of @ |pas of funds
a. Immediately cease oparations.
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Performance Steps
b, Immediately prepare a Daily Agent Accountability Summary (RD Form 2683) posting ail
transacticns since the last balancng.
&. Immediataly verify, by aciual count, that the total of all oash and accountable docoments held
agrae with the amount: shewn 2£ an hand on the OO Form 2865
d. IFthe loss & not resolved, report the idés to the immediate commandar and the DO requesting
an immediate audit of ali disbursing asseis,

3. Ensure tha DO takes the proper aciion upon discovery of a loss of funds.

& Immediataly varly that sll transactions have been property posted to the Daily Statemant of
Accountshibty (D0 Form 268567) andlor each deputy's, agent's, or cashier's Dally Agent
Ancountablidy Summery (DD Form 2885) sincs the kast balincing

b. Inmediately verify the accuracy of all totals on the DO Form 2657 andier each deputy's,
agent's, or cashier's DD Form 2865 since the lesy balancing

c. Immediately verfy, by actual count, that the fatal of 2%l cash and sccountable documents hsld
by 1he DO and sl deputies, agents, and cashiers agree with the smounts shown &s on hand an
tha respestive DD Form 2657 and DD Forms 26685

d, Ifthe loss is not resolved within 24 hours of giscovery, the DO must repart the |oas (in wrifing)
to the commander and request an immediats audit of all disbursing assets by a cash
verficatiion team.

{1} I the cash varilication team resolves the lass, repart the finding (in writing) 1o 1he
commanden Mo further action is required

{2) I the cash verification team cannot resalve the loss, report the finding (in weiting) 1o the
cammander and lake action to process the loss-of funds,

4. Ensurs the commandes takes the proper action upon discovery of a lass of funds.

3 Immedately mpor all major physical losses of funds and all paymarnts basad on fraugubant,
forged, or allered documents prepared or presénted by Individuals wha da not work in the
disbursing office thraugh the chain of command 1o the sanvicing Defense Finance and
Accouniing Service (DFAS) center, Include

(1) The specific type of loss,

(2) All known ciroumstances surrounding the loss.

{3} The doliar amaunt of the loss.

{4} The lcentity of all the accountable Individuzls; to iInclude name, rank, and posiian
{5) Tha type of mvestigation that has besn or will be done.

(G} The estimated date of completion of the investigatian,

() The status of any recovery action in progress or cantempiatad,

b All minor physical losses of funds are reported to DFAS quarderly 1o requast relis? of lizhitity.

& Al arroneous payments not Invalving fraud are turned gvar to DFAS for collectian sction i
recoupmant cannal ba made within 30 days of continuous aggressive callaction action

o Procass a major physicel loss of funds.
a. The accountable individual must receed the loss on the DD Form 2885 prepared far the day's
busimess
B, The accountabie individual makes a tum-in using the Statement of Agent Officer's Account (DO
Foem 1087) to furn-n the loss
¢ Frepars tha Subsidiary Accountability Record (DD Farm 2867}
(1} A cumulative record of lossas for every day that there s a loss of funds
(€] The DD Form 2867 i3 kept on file with the DD Form 2867 a: a subsidisry recomn
(2] Compisia the fonm as faliows:
(@) For |tem 1, DESN, enter tha Disbursing Station Symbal Number (DSSH)
(B) Forltem 2, Purposa of Record, enter "Currtulative Lossas of Fungs"
{ ¢} For tem 3, Name of Digbursing Officer, enter the DO namea and rank
{ d) Far ftem 4, Addresa_anfer the DO'e ormanization 2nd sddress.
( @} For Hem 5, Date, for each lags of funds enter the date the loss was picked ug-in tha
D'z accowntability
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Performance Steps
(1) For ltem B, Reference or Explanation, for each loss enter & brief description of tha
loss together with identification of the persan respanshbile for the ibss (If knawn),
{ g} Ferltem 7, Increase, for each loss enter the amount of the Ioss
{ h} For ltem &, Decraase, enfer the amount of any physical loss recovered or reacouped
It is aiso used 1o record relief of liahidity for losses, f granted
[ I} For itam 8, Balance, enter the cumulstive tetal of the losses shown i the recard,
T|||1i5 balance must be In agresment with DD Form 2657, ine 7.3, Losses of Funds at
all imes.
d. Record the logs on the DD Form 2657,
{1} If no fraud was parpetuated by someans In the disbursing office
{ 8} Increase line 7.3, Lot of Funds (or ling 9.3, Loss of Funds, if the loss is from the
predecessor's aocouniahildy)
{ b} Decreaas the appropriate caeh on hand line (ines 6.1 through 6.5),
(2} If fzavd was perpstusted by someane in the dsbursing offics;
: { 2] Prepare 3 collection voucher to transfer the amount of the fraudulent payment back
imnto the appropration from which |t was disbursed,
[ &) Increase line 7.3, Loss of Funds {or line 8.3, Loss of Funds, if the lass is from the
predecessors gccountabiity).
i of Increass line 4,18, Rafunds
&. Record the ioss on the Statement of Actauntability (SF 1218),

(1) Prepare tha SF 1218 fallowing normal procedures.

12} Line 7.3, Losses of Funds, will be increasad

(3) Ling 4.1, Net Disbursements, will be increased i fraud was invohad,

(4} ;I'hglangmprlm cash line (lines 6,1 through 6.9} will be decreased if no fraud was
mvalved.

T Investigate fhe loss of funds.

(1) The commander requests gppaintment of an invastigating afficar {10) through the chain of
comeand,

(£} The 10 conducts an investigation into the clrcumstances surrounding the logs,

{3} The IO prepares a Report of Investigation (ROI) making sppropriate findings and
recommendations, including whather or not relief of labdity should be grantad.

{4} The ROl is forwarded 10 the commandar far review.

{3} The commander reviews the ROI and makes any additional findings and
recammendations deemed perinent, including whethar or not relief of &ability should be
granied.

(&) The RO is forwarded 1o the servicing DFAS certer thraugh the chain of command.

(71 BFAS makss tha final dscisicn conceming relief of ability.

@. Procees a refief of liabiity

(1) The servicing DFAS center will provide the inatructians for ramoval of the |ess fram the D
Form- 2857 and 5F 1214,

{2} ITthi |e22 has slraady been recovesed from the atesunisble individual, mstructions for the
refund will be Included.

h Procass a denial of ralisf of fakilty

1) The sarvicing OFAS center will dirsct the commandar toinitiate collection actian 2gainzt
the sccountable individoesl

{2} W ihe loss has already been racovered from the accountable individual, the individua! will
be notified of the danial

I, The case i closed when Lhe atiions direcied by DFAS are completad,

6. Frocess a mmor physical loss of funas.
a. The accountahle individual must record tha loss on the DD Form 2565 prepared far the day's
businass
b. The accountable indrndual makes = tum-in Gsing the Statement of Agent Offter's Account (DD
Fosm 1087) to turn-in the loss.
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Performance Steps
& Prepare the Subsidiary Atcountabidlily Resard (DD Form 2687) ag a comulative record of iosses
far svery day there is 5 loss of funds using the procedures described above
d. Prepara @ separate DO Form 2667 maintained specifically for minar lossas of funds
{1} Becord only minor icgses that have not been recoverad during the curment calendar
quarer,
(2] Use the same procedures s dascrbed in peformance sep 5o (2), except
[ a} Far :ttarn 2, Purposa of Record, enter "Minor Loss of Funds Repord” and the calendar
guartes
{ b} tem & isnot used
& Record the loss on the DD Fonm 2667,
(1) Incresse lina 7.3, Loss of Funds {or Ene 83, Loss of Funds, if the Iose is from the
predeceszor's acoountabiliiy).
[2) Decragse the eppropriste cashan hand fine{lines 6.1 through §.9)
f- Recard the foss on the Sialemenl of Accountabiidy (SF 1218)
{1} Prepare the 5F 1272 following normal procedures,
{2} Line 73, Losses of Funds, will be inoreasad,
(3] The eppropriate cash ne fines G 1 through 5.3) will ba decreased.
g. Investigate the lass of lunds.
11} If the |loss & greater than $2300 00, someone outsite the disbursing office must condutl an
informal investigation.
[ 8} The commandsr appaints the 10,
[ b} A swnitten investigatory report must be completed (AW DoDFMRE 7000.14-R, Voluma
&, paragraph 06040202
{ e} The IO must recommeand whethar or net refief from pecuniary lisbility be grantsd
{ d} A cenification signed oy ihe DO must be inchaded stating that the accountatla
Individieal has been counseled ragarding appropriete corective measures to prevent
aracurrence of a loss.
(2} If the lass (s 5300.00 or less, an informal imvestigation must be perfarmead by the OO,
[ &) 1fthe less is ettributable tothe DO, the primary deputy DO musi conduct the
Investigation,
[ B) Awritten investigatony repart must be completed (AW DoDFMRE 7000, 14-R, Volums
5, paragraph OB040ECT .
{ o) Tne 10 must recommend whether ar nat relief from pecuniany kabilty be granted
[ d} A oartfication signad by the DO must be included stafing that the accountzble
Indnickual has baen counseled ragarding appropoate cormectve measuras fa prevarnd
a racurence of & loss
(3) The investigatory raparts ars submilled with 2 Quarerly Minor Loss Reporl
0. Submit 8 Qusrterdy Minor Loss Report to the senacing DFAS center.
{1} Prepare the repod in triplicate, The repart must include:
i3] A coverng transmitial lester
t o) Tha DD Form 2637 lemizing each minor ass for the quarer.
[ ©). The wrilten investgaiony report for eech loss ararged in the same ardar as the
logses appear on the DO Form 2867
{2} Submit by the Sth workday following the end of the guarter.
(3} The onginal is mailed o DFAS.
4] One copy is providad o the commander,
(51 Cne copy = retained
. Tha servicing DFAS center reviews the Guareriy Minor Loss Repod for completensss.
| The Quanery Minor Lass Beport o fanwarded fo the DFAS General Cocnsel for review
k. The Gesers! Counsel recommends to the DFAS Diractar if relief of liability shoukd be granted.
I The Director danses o grants rebaf of liabtlity for each separaie minor loss
. Procass 8 ralisf of lisbifity
{1} The semvicing DFAS canter will aithar provida the [netructions for rarmtval of the loes from
the DD Form 2557 and SF 1212 ar forward a check-for the amount of relief granted
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Performance Steps
{2} If the loss has alreacy been recoverad from the sccountable indivigual, instructions far the
refund will beincluded.
n. Process 3 danlal of relief of iabiity,
{11 The servicing DFAS centar will direat the commander to inttiaste collection Botion agains!
e eccountablis individiuzl
(21 |f the loss has already baen recovared from the sccountsbls individusl, the individuzal will
oe natified of the denial
o, The case i clozed when the actions direcied by DFAS are completed,

7. Process en illegal, incomect, or imaroper payman.
& Mo separate scoounting on the DO Forma 2657 and 2667, and the SF 1212 is neaded as the
erronzous payment has baan charged 1o a valld appropriabion and the payment already mede
b. Take agoressive action to recaup the arroneous payment from the payes.
11 ¥ recoiped, oradit the monies to the approprisfion from which disburead,
{2) If recoupment cannct be made within 20 days of contineous aggressive collastion actian,
fum ovar ko DFAS for collection action
c. Inveshgsls the (oss
(1) If fravd Is suspected, investigats the bss as 8 maior loss of funda
{2} 1f no fraud is involved, an informal investigation simitar to a minor kss of funds aver
$26.00 must be conducted. The repart must inciude:
i &) The facis conceming the payment
( b} The reasan na formal investigation is being conducted
{ ¢} Whether ar not reliel of Eability & recommended.
[ d} Whether or not a request far relief of Eability is being submiftad
(3] The commandes may réguest-a formal investgation whether or mot fraud is suspecied
d, A reguast for relief of [Ehility from ihe servicing DFAS Center may be made  The reguest must
(1) Refergnce the date the case was forwarded to DFAS for further collection aclion.
(2} Includa the ROI or investigatory comments
(3 Be subnvtied through the sammandar.

Evaluation Preparation:

Thiz task may b= avaluatad using two methods

8. SELF EVALUATION. Perform the lask on the job, using the matarals listed in the condifions
statement Evaluste yoursalf, using the performence meassures, graded in accordance with The
Ewvalustion Guidanoe sectian,

b, SUPERMVISOR EVALUATION. Ensure tha soldier has the materigl lsted in the condiions statement.
Hava ine soidier perirm the fzsk, Evaluate the soldier, Uging the performanca measuras, graded In
acciordancs with the Evaluaticn Guidance eaction

Parformance Measures GO NOGO
1. Igarntified 3 loss of funos existed m the Disbursing Officers (D0] a.a:s:ufini =3 s s
& Ensured the accountabe indlvidual took the proper action upon discweﬁ.'_;fa — _—
koes of funds,

Ensured the DO tock the proper sction upon discovery of a ipss of funds:

B dad

T
Ensured the commander toak the proper action upon disoovery of a lpgs of funde. —— ——
4

Processad = major physical logs of funds by enauring:
& The loss was recorced by the accountable indavidusl on the DO Form 2653
praparad for the day's buginese
0 The accountabla indlvidusl made & um-in of ths loss using the Btetement of
Agent Officer's Agcount (DD Form 1061)
¢. Campletan of the Sulsidiary Accountability Record (DD Fomm 2867), itams 1
through 3. maintzined 23 2 cumulative accounting of &2 osses of funds.

F,H

£ 1 A b .ll-" i
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Performance Measures
d. The foss was recorsed an the DD Form 2857
(1) I ne fraud was perpetuated by someone in the disbursing offics,
inoreased line 7.3 {or 8.3} and decreasad the app ropriate cash oo hand
Hne {lines 5.1 through B.9) far the amount of the loss
(2} If fraug was perpatusied by somecna in the disbursing office, prepared
a collsction vaucher, increased line 7 3 {of 9.3), and increased ling 418
for the amount of the kiss.
£ The lose was recordad o the Statamant of Accountahility (SF 1219} by:
(1) Increasing line 7.3 by the amaound of fhe icss
(2} Increasing fine 4.1 by the amount of the loss if fraud was Involved.
(3} Dereasing the sppropriate cash an hand line {lines 5.1 ihrough 5.8 by
the @mount of the loss i no fravd was invalved,

f The loss of funds investigating Officer's {10) Repen of Investigstion (ROH)
was submitted through the chaln of command {o the senvicing OFAS center
for approval or denial of relief of liability

g. The relief of liabiiltty was processed per instructions provided by the sarvicing
DFAS cenler, ar, the denial of ralief of iabifity was processad per instructions
provided by the sarvicing DFAS canter.

h The czse was closad,

B. Processea a minor physical loss of funds by enswing: —_—
a. The sccounigbie individual recordad the kbes an the DO Fomn 2685 preparad

for the day's business, ol

b. The accauntable individual mads & tum-in of the foss using the Statement of
Agant Officer's Account (DD Farm 1081),

£. Compietion of the Subsidiary Accountabllity Recard (DD Form 2867), items 1
through 5, mairtained as a cumulative accounting of all Iosses of funds,

d. Freparsticn of a separate DD Form 2857, flems 1 thraugh 5, maintalned
specificaly for minor losses af funde

& The boss was: recorded on the DD Form 2857 by
(1) Increasing line 7.3 (or 9.3) by the amount of the |oes.
{2) Decrzasing the appropriate cashon hand line (lines § 1 through 5.5) by
the amaunt of the loss
f. The loss was recorded on the Statement of Accountability (SF 1219} by
{11 Increéasing line 7.3 by the amount of the loss
(2] Decreasing the appropriata cash line (lines 8.1 through 6 8) by the
amaurnd of the loss
g. The less of funds was investigated by
(1) Somaone outside the disbursing office if the |oss was greater than
S30:0.00,
i2) The DO if the loss was 300,00 or less
b The Quarsarly Minor Loss Repor was submitted 1o the senvicing DFAS
centes by the Sth workday fellowing the end of the quarter.

1. The relisf of kability was processed per instructians provided by the 2arvicing
DFAS centar; or, the denial of relief of lizhitty was processad per instruchons
proviged by the servicing DFAS cenfer

| Thecase was closed

i Procassed an In'lﬁgafl imcormect. ar IMpraper payman I:I'_.," ENELring; —_
8. Noseparate accounting on tha DD Farms 2857 andd 2867, end the SF 1240
was completed
b. Aggressive action was taken to recoun the erninieaus pavmant from tha
payesa
o, The loss of funds was investigated:
(1) Ag a major loss of funds if fravd was suspsctad

NO GO
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Performance Measures G0 NOGOD
(2) As & minor less of funds aver 25,00, if no freud was mvoled v
d, A request for relisf of labillty was made to the ervicing DFAS Center if _ .
i Frtgs fs 12

resouament fram the payves could not be mads. (| el wve

|
1 § Lt
Lol GO Do) b I 0L

Evaluation Guidance:
2 BELFEVALUATION, The task has been completed successfully if 2l periomance measuras are
scored a GO. i you eveluated yourself 28 NO GO on any performance measure, refer to the applicatle
referance cied to ressarch hal performance measure prior to reavaluating yoursall,

b. SUPERVISOR EVALUATION The soidier has completed the task succassfully if ail peformance
MeRsuses ar scared a 30. If the soldier received & NO GO on any parformance measurs, show the
soidier what was done wrong and how Lo do it correctly, prior to resvaluating the soidier

Raferences
Feguired Rolated
DODFMR 7000.14.R, VOL 5
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Review Intemal Control Procedures for Adeguacy
BOSA-44A-T108

Conditions:
Given a requirsment to review intemal contrl procedures for adequacy and accass to:

a [oDFMR 7000.14-R, Valume 3
b FM19-30.

Standards:
Feview cashier, agent, cash management. and Tressury check aperations to ensura internal cantrol
procedures ane adequate

Performance Staps

1. Review the internal cantro! procadures for cashier cperations to ensure:
4. The overall construction of cashier cages = adequate (thickness. strength. protective window,
bars, only ane lockable entrance, kackahle money drawers, adequade lighling, alarms;,
. Only authonzed parsonne are atiowed in the area near cashier cage enfrances.
Alarms are lesied penodically
WVaulls and safes meet the spechcations cutlined in DoDFME 7000 14-R, Volume 5
Spare cashier keys end combinations are stored ina sealed envelope in the vaull
There & onfy one cashier oparating per casher cage
{ashiers ssoure their cash drewers and cashier cags whan absant.
The casher standard operating procedure (30F) is adequate ana enfarcea
The cashiers sign indicating that they have read and understand tha S0P
, & background check is conducted &n all Sashiers
The cashizsr counts all maney 3t least twice belote isswing oF accapling
The cashier verifies the identification, signalure, and expiration of teom of service (ETS) date of
all customers
Mo personal checks-are caashed if ihe customer has less then 80 days until ETS,
The cashiars have up-to-date signature cards and bad check lisls avadable.
. Wouchars are never transporied by 8 payes 1o the cashigr cage
All fransactions are only for auihorezed persons and for autharzed armounts.
. Al cashiers’ personne! records are flagged o prevent them from outprocessing before their
sccount is clearsd
r. Proper voucher numbenng
= Cashiers verify all agvances and refums

O = e N =

— W _ Tl

aovaa33d

2. Review the Intemnal cantrol procadures for cash management operations o ansure:
Thecash-holding authonty & adeguala and adhaedad e
All negotiable instruments are deposited daily and cash is deposited as nacessary.
. Qluartery cash counts ooour.
C-ashiers have a limited amaunt of cash in thelrsafes overnight,
All records are updated and maintained propery
The Disbursing Officar (DO), Deputy DO, or Disbursing Agent signs all cash callection
vauchers {CCWVE),
All monsy received s verified
Mo slush funds are maintained.
Immediale repotting of all lnsses of funds to the Fingnce and Accounting Officer.
Proper separation of duties
All transactions for $750.00 ar mars are approved by the DO,
All combinations are changed svery ix Monihs oras necessary
Mo Intrusion Sewcas ara used, if necessary, and tested penodically
n. Vaults and safes mest the specifications outlined in DolFMR 7000 14-R, Volume 3

- A

—_ e, — IO
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Performance Steps

3. Review the internal control procedures for agent operalions 1o ansurs:

a Agent orders are complate and the original signed order is kept on file.

b. All agents’ personnel records are flagged to prevant tham from outprocessing before their
account i cleared,

& Agents are properly ramed

d. Al agents sign their instructons indicating that they have read and undersiood bath thair
wiitten and verbal instructions

& Agents have an armed guard and their own s2oure containgr when receiving or returning funds,

{. The identification, signaturs. and ETS date of all agents is venfied before Issuing funds

g Funds are issued in sccordance with the agent's orders,

i, Alladvances and returns are recarded on a Statermant of Agent Officer's Account (DD Form
1081

4. Review the internal control procedures for Treasury check aperations fo ensure:

. Al new check stocks are varfied upan amival,

. All checks are secured.

All blank checks issued for preparation are signed for by the chark

Any blank checks returned are vesfied,

. Al returned and undalverable checks are controlled and kept secure.

The signature die and check-gigning machine are properly secured.

Al checks izsued remain in saquence

The weekly check issus report is sent to the Treasury Depatment

Proper procedures ama fallowad for all spoilad and voided checks in accordance with task
AlhA-a4 85120

| All checks are prepared cormecdly and tha information on them is correct before cartifieation
k. The chack regisier is mainizined &t 2l times

I, Thie check register is verifiad with the Daily Statement of Accountabiity (DD Form 2657) daily.

- - R

Evaluation Preparation:

This task may be evaluated using two methods,

8. SELF EVALUIATION Perdorm the task on the job, using the matariais isted in the condilions
statement. Evaluate yourself, using the performance measures. graded in acocordance with the
Evaluation Guidance section

b, SUPERVISOR EVALUATION. Ensure the soldier has the materials listed in the conditions statement.
Have the soldier perform the task. Evaluate the soldier. using the performance measures, greded in
accordance with the Evaluation Guldanca saction

Performance Measures GO  NOGO

1. Reviewed the internal control precedures for cashier aperations to ensure thay == —
were adequate

2. Reviawed the intemnal contral procedures for cash management operations o == _
enzure They were adeguate

3. Raviewed the internal contral procedures for agent operations to ensure they - —_—
weere agaguate

4, Reviewsa the internal conbred proceduses for Treasury check operations o ensure I_L.3 —_—
they were adequate. o

e Fh-w femaAoapdest Thidad i

Evaluation Guidance: A ol T v, G

& SELF EVALUATION The task has been cmpﬁatm sumeasﬁ.ull;.- if all perfrMEnce MEasLUNes are
scored 8 GO. |If you evaluated yoursalf 8 NO GO on any performance measure, refer 1o the applicable
referanca cited lo research that performance measure priar to reevalusting yourself,

b SUPERVISOR EVALUATION. The soidier has completed the task successfully if all performance

3-223
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megsures are scored a GO, [ the soldier raceived a MO GO on any performancs measure, show the
soldier what was dane wrong and how to da it carrectly, prior fo reavaluating the soldier.

References
Required Related
DODFMA 7000, 74-R, WOL 5
FR 3-18-30
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Perform Financial Management Detachment Operations
BOSA-44C-4302

Conditions:

Given 3 Financal Managament Detachment (MDY that has been deoloved and has armved at thar area
of responsibiity (40R). Thers is mission hand-off by & detachment that has been providing support ta
forces already on the ground. The datachment is providing Miitary Pay, Trave!, Disbursing, Vendor
Barvices, and Accounting support.  The Financial Mariagement Tactical Platform (FMTP) is availabie for
use. Docoments are being recaived by unit irgnemidtal memorandums (UTMs). Documends are being
coded in theetar. Any pay matters that cannot be handied in theater are forwarded 10 higher
haadouarters, The following dlems ere availabis for use:

AR IT-104-4

Firancial Managemant Tactical Platform (EMTR)
FMTP Uszer Manual

DFASAN Regulatian 37-1,

DolFMRE 7000 14-R, Valume 5,

DoDFMR 7000.14-R, Valume 7A

DolFME 7000, 14-F, Valume 2,

Fid 14-100.

Miary Pay Procadures Manuai - Actve Component (MPPR-AC)
MPPM - Reserve Component (MPFM-RCS,

Jaint Fadaral Trave! Ragulation {JFTR), Volume 1,
Unit Sianderd Opsarating Procadures (S0Ps),

— Fe — 0 A

Standards:
Conduct cperations until the mission & completed ortransferred 1o anather detachmant

Performance Steps

1. Perform functons o esiablish operstions
a. Estabiish and maintain security around site.
b. Esteblish ang maniain communicetions wih higher headgquarers (HO} and supported wnifs
o Implamant DA Form 8, Duty Roster, to designate/manage assignad dutas 6 aporoprate
personned fguard duty, mail run, duty dnver, ets.}
d. Coardinate mess, bath, and laundny requirements.
e Estebfish schedule of daily events {iraining schedule, physicel training {PT), preventive
maintanance checks and sarnces (PMCS), work-call, ate)
£ Identify finance suppor team (FST) members,
g, Drganize the finance area in 2 manner sufshle for effective oparaton
h, Establishiorganize the sieep plan/area,
L Obtain reporing requirements from highar hasdguariars and esizblish a submisslon schaduls
j Cocrdinate resupply (all clazses of supply).
k. Coordinats with supportad unifs far finance support
| Cogrdingte with the Adjutant Gereral {AG) Tor dally manifest of personnel entarng and eaving
the area of aperation (A0R).
m. Establish procedures to replenish funds
i, Consult higher basdguantess for any special requiremants.

2. Supervise finence oparalions (Cusiomer Service, Processing, Dishuraing, Vendor Serices, end
Travel). .
& Mainiain sppropriate logs, files, and repodns
o: Establish proceduras for sccountabiity and dispesiion of all documenis recaived in Military Pay
oparations
o, Establish procedures Tor eccountabilily and dspesition of &l documents recaived in Disburzang.
oparations

3226
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Performance Staps
d. Eslableh procedures for accountability and Gisposition of all documents received In Vendar

Senvices opsmailons.

. Establish procaduras for sccountabiiity end disposition of all documents recaived m Travel

operations.
f Esighblish procedures for depostion of reports receved for processing.

. Estanlizh procedures and controds for supporing the lacal procuresnent effod far dally needs of

the foree

h. Print and distribute Nel Pay Advicas (MPA) and Leave and Eamings Statements (LES).

i, Implement procedures toclase oul ine FMO duties should the mizsion be comipleted
|- Implament procadures fo fransfer duties of the FMD showld the misson be transfamed to

anather detashmsnl

Evaluation Preparation:
This task may be svelusiad using two methods

a. SELF EVALUATICN, Parform ine task on the job, using the materals [Eted In the conditions

statement Evaluate yoursedf, using the pefommance measures, graded in accordancs with the
Evaluation Guidance section.
k. SUPERVISOR EVALUATION, Ensure the saldier hag the materigls listed in the conditons siatement,
Hava the spddiar periorm the tas«,  Eveluats the soldier, using the performance measures, gradad in

accardancs with the Evaluation Guldance =eclion

Pardormance Measurss

1
2

=T R I vt B o R

Ezigblshad 2nd ensurad security was mamtainad around the sie.

Establghed and maintained communicatons with higher headguarers (HQ) end
supported units

implamenied nacessary Duty Bosters, DA Farms §, which effectively desionaten
and mansged assgning duties o appraprigte perscnnel

. Caordinated mass, bath, and laundry requiramants.

Esiablished 8 schedule of daily svents (ig,, tmining schadule),

. Idantifiad finence suppart team (FST) membars.

. Drganized the finance ares in a manner suitable for efiective operation,

. Established a gleap plan and organized the slsap araa.

. Cbtzinad repodting requirsments from higher hesdguatars and astshiished 8

subrmagsion schedule.

. Coordingfed resupply for all classes of supply.

Coordinated finance suppor with all supporied unils.

Coordinated wish the Adjulant General (AG) for daily receip? of manifests for all’
pirsonnel antering and leaving tha area of ooeration (AOR)

. Congulted highat headduartars for any speal requirements,
. Mairizined sooropnsts logs, Bes.and reports
. Established procedures for accountabilty and dispositkin of ali docimels

received in Wilitery Pay operatans:

SRS EEE R IS IS [28

NO GO
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Performance Measures GO NOGO
17, Estabiished procedurss far ecoountability and disposition of all documents _".':  —
recehvad in Disbursing oparaticns 9,
18, -Established procedures far eccountability and gisposdon of all decuments —_— —_
recavad bn Vendor Services oparafions r
N
18 Eziabiizhed precadures for accountabillty and diepossion of all decuments —_ —
receivad i Travel operasions
i
20. Estabhshed procedures for disposition of all raports recenved for procassing. il —_—
21, Estanfished proceduras and controds in suppart of the iocal procuremeanl procass. Mk —_—
N
22, Printed end distributed Nat Pay Advices (MPA) and Leave and Eamings -——ﬁ- —_—
Statements {LES).
[
22 Implementad procedurss to close out the FMD dutles shoud the mission be E— —_—
complated.
24, Implemented procedures for tranefer dutles of the detachment should the mizslon T‘fi_ —_—

ba transferred to another detachment

Ewvzluation Guidance: _
a. SELF EVALUATION. The t=sk has been compieted sucoasshully if all parformance méasuras are
scared 8 GO, Fyou evaluated yourself 8 NO GO on any performance measure, refer to the applicable
raference crted to rasearch that parformance measure prior to reevaluating yoursalf,

b, SUPERVISOR EWALUATION, The soldler has complated The task successiully if all pedormanca
maasures are soored a8 GO If the sokdier receivad & MO GO an any performancs measura, show the
soldigr-whal was done wrong abd how to do i coerectly, priar 16 regvalialing the soldies

Fefarences

Reguired

AR 37-104-4

DFAS-IN MAMNLIAL 37-100-FY
DFAS-IN REG 3741

DODFMR 7000.14-7, WOL &
DODFMR 7000, 14-R, WOL TA
DODFME 7000,14-R, VoL 8
FM 1£-100

JFTRAVOLA

MANUAL-MEPR (AC)
hAMUAL-MEPM (RE)

Relatad e < puanlatel at codte
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